OWM Contacts System — Instructions for Requesting
Training and Transcripts

l. Procedure.

1. Logintothe OWM Contacts System Database with your username and password:
https://tsapps.nist.gov/WMD/default.aspx

CONTACS SYSTEW
.

NIST

Notienal Institute of
Standards and Technology

Login, Register, or

Reset Password

Already han

ser Accountthen use
&ig access the system,

Need a User Account use this register
button to request one.

REGISTER

If you have forgotten your User Account
Password or both, use this Feset
Password button to contact us.

Welcome to the National Institute of Standards and Technology
(NIST) Office of Weights and Measures (OWM) Contacts
System Web Site. The NIST OWM program promotes uniformity in
U.S. weights and measures laws. requlations, and standards to
achieve equity between buyers and sellers in the marketplace to
enhance consumer confidence in the marketplace, enable U.S.
businesses to compete fairly at home and abroad, and strengthen the
1U.S. economy.

This Contacts System Web Site is a Department of Commerce
(DOC) system managed and operated by the National Institute of
Standards and Technology (NIST) for the purpose of providing
‘Weights and Measures Official, Industry Participants, and National
‘Work Group (NWG) Members with a system for registering for NIST
OWM Sponsored courses, reviewing relevant Weights and Measures
materials, and commenting on proposed Weights and Measures laws,
regulations and standards. Any unauthorzed use is prohibited.

Weights and Measures Official, Industry Paricipants, and National
Work Group (NWG) Members who want access to this system can use
the Registration button to register for system access. If yvou already

hawve a User Account and Password please use the Login button to
access the system.

Reser PAasswoRD

OWM Program | Privacy Staterent/ Security Notice / Accessibility Statement | Disclaimer | FOI& | ContactUs
NIST is an agency of the U.S. Department of Commerce
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OWM Contacts System — Instructions for Requesting
Training and Transcripts

2. Once you log in, select the My TRAINING tab from the top menu. It is the 6" tab from the left.

; AN ——

By

Man [ My Account J l My ProriLe } L My Comments | My ITems JQ My Tramme .]‘DIE-M”J LSlsnOu‘r |

Main \./

Welcome

Isabel Chavez

NIST ‘Welcome to the National Institute of Standards and Technology [NIST) Office of Weights and Measures (0'WM) Contact Management
System. This system will allow you to update your login account and your profile [contact information] data plus view your training history,
request training, cancel a request for training, comment on a draft document, review your submitted comments, request a document or

User Name: inc matesial, and view a list of iters you have requested.

User Type: Administrator
Last Update: Mar 13, 2013 . . . )
Passwoed Change: Nona The row of buttons are for navigating throughout this web site. They allow you to:
My Account - update your login account
My Profile - update your contact data including your areas of interest
My Comments - submit comments on draft documents

Today is Thu Mar 14, 2013 *
L
L]
» My Items - request copies of draft documents, publications, or materials
-
L ]
L ]

My Training - view the course and class offerings and request additional training
News - view the News items
Sign Out - exit the system

Important Message

‘You are able to submit comments on draft publications such as one of the Handbook 105 series or an OIML document. You can even request
training on a variety of weights and measures subjects as listed in the course index. Also, you can request documents and training CD's online
and then view the status of your request. Of course, you can still reach us by picking up the phone or sending us an email, but this database
puts the information you need at your fingertips and should help us be more responsive to You.  {Pasied Goiaber 20,2011)

Recently Added New Items and Documents

Number Type Date Added Comments Due
Handbook 105-7 Consolidated Comments Mar2013 105-7C Other 3/07/,213 1/02/2014
Handbook 105-7 Seraphin Comments 009 Other 2/18/213 1/02/2014
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Request Training and Transcripts Procedure

3. My Training Page will display: your Requested Training, Upcoming Classes, and Completed

Classes.
a. For Transcripts: Click on “Printer Friendly” where a link for a printer friendly window

that can be printed will pop-up

4. Select Request Additional Training from My TRAINING tab.

CONTACTS SYSTEM | NIST

Office of Weights and Measures Naticnal instituta of
Standards and Technology
3 2o
[ Mam l ‘ My Account ] | My ProrFiLE l | My CommenTts l | My Irems | [ My TrRamms | [ News l [ Sign Out ]
My Training - Training Requests and Classes
Displayed here is your Requested Training. Upcoming Classes. and Completed Classg¢ riendly window thatcan
be printed. Note: CEUs are Continuing Education Units. To request an OFFICIAL
[ youwould like an Official e Office of Weights and M Tra nscript jimber. and reason for
your request to Yvonne Branddgat ybranden@nistgov:
= oumayneedtoscrolldownfu%

ial Transcript (PDF) Rewmt |y, pain

| RecIsSTER foraCIass”Q | Heuoye ‘RequestedTraining

Requested Training
lumber Type CEUs Preference
August12,2013

Fundamentals of Metrology Laboratory / Metrology

Status: Not yet Registered

Note: Any listed times are local imes based on the loc\Mon except for the location Adobe Connectwhich is Eastern Time.

Upcoming Classes Transcript

To print an UNOFFICIAL

Class Date Time Hours Format Ccus  Loucauon
Adobe Connect

Webinar - Document Control and Record Keeping 8/15/2013

For Request Training

Hours CEUs Instructor Location

Webinar - Internal Auditing Best Practices 5/2/2013 i Elizabeth Gentry Adobe Connect

OWM Program | Privacy Statement/ Security Notice / Accessibility Statement | Disclaimer | FOIA | Contact Us
NIST is an agency of the U 5. Department of Commerce
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Request Training and Transcripts Procedure

5. Tofind a class, you can search by:
a. Selecting a Course Type field from the drop down list.
b. Entering Course Number
c. Entering Class Number
d. Enter a Topic you are interest in learning

6. From the List of Courses, select the Request button for that course.

CONTACTS SYSTEM NIST

Office of Weights and Measures Hdlwrnal Inaliluise of
% sioadards and Technology
X o
|Mmu | | My AccounT | | My ProFiLE | | My CommenTs | | My ITEms | | My TRAINING | | HEns | | SN QuT |
Request Training - Select a Course £+ HFnsae

To request training find a course name in the List of Courses and select the R equest button for that course. Use the Course Type diop down list or the optional navigation link s
[numberz) in the header and footer of the list to narrow pour search. In addition, you can enter either a Course Number or a Clags Number to find a specific Course. . Mote: CEUs
are Continuing Education Units

- Tou may need to zoroll down for the List of Courzes and the buttong. -

CanceL thig action. RETURN to My Training.

- All -
Selection Criteria
Course Type ) Administrative
Course Number
Fres e Field Training

1ugt

\ﬂl the List of Courzes.

Instructor Training

Laboratory/
: Metrolo
List of Courses gy
Action Courze Mumber Type
RE@uEsT Adminiztratars Workshop .
OWM Site
‘ Advanced Mass Handz-0On Seminar ‘ 206 ‘ Laboratory
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Request Training and Transcripts Procedure

7. For example: Fundamentals of Metrology. If the class has already been scheduled, use the
SELECT button for your Class preference.

CONTACITS SYSTEM NST
Office of Weighta and Measures Hutiwrmal lasiilute of
5 Staadards ard Technology

|- H_ﬂaIN ] [ My AccounT NP My PROFILE -I I- My CommenTs | [ My ITENS I My TRaNNG il |_HE-A-‘I : [ SinoOut )

Request Training - Confirm Selection {3 B +Fusueo

Please review this Training Request Data. If correct select the Submit button. If a class has already been scheduled then use the S elect button for your Class preference. If the
Select button for a class is disabled then that class is full.  Note: CEUs are Continuing Education Units
- You may need to scroll down for the data and the buttons. -

) this action. I Reuey ‘ to My Training \BSEE }anothel Course.

Cancel

Training Request Data

Course Fundamentals of Metrology
Number 211
Type Laboratory / Metrology

Note: All listed times are local times based on the location except for the location Adobe Connect which is E astemn Time.

List of Scheduled Classes

Hours  Instructor Location
5208 4152013 8:00 AM 400 Jose Anibal Tones-Ferer, Val Miller Gaithersburg, MD
| SELECT | ) 5248 8/19/2013 8:00 AM 40.0 Val Miller NIST Gaithersburg, MD

8. Once selected, if correct select the Submit button. If a class has already been scheduled then
use the Select button for your Class preference. If the Select button for a class is disabled then

that class is full.

9. Once you click on Submit in the Selected Course field, a pop-up message will appear with a
message “Are you sure you want to select this class?” If yes, your request will be now
submitted. If you click Cancel, it will bring you back to ‘Request Training — Confirm Selection”

10. Your training request will be processed by an OWM staff member responsible for the course.
When your request has been approved, you will receive an acknowledgement e-mail. The
Instructor will contact you with class specific information under separate cover (which may
include a separate confirmation letter with requests for payment if it is a fee-supported course).

11. If the COURSE you are interested in has not been scheduled, your selection will notify our office

for consideration when we are planning future training events.
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Request Training and Transcripts Procedure

12. If a CLASS is full, you may ask to be placed on the waiting list for that course. If a cancellation
occurs, you will be notified that you have been accepted into the class.

NIST Weights and Measures 60f 6 November 2011



